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j| Posmof Questionnaire 



A„ <|||iseral Inforaiatioit 

ill 

Name of: : pcuinbeiit: Vacant 



Phone #1 
Position 

i 



12940 

|tle (Fonnal): Adraii|j|trativeAss 
(Functional); Rdtteptionist 

-! 

g Position Title: Progi-faxn Coordriiator 

■i 

s Name and Phone S^ 



at the S 
as answ 
questio 
recei 
relief ani 




ipsponses from invitat|^ 



TWa pos|i -k requires general sup|jrvisioa tha 



"This posi 
addition, ti^ 








Supervis 
Supervisf 

Home DMiartment: SPA-Dean'ioffice 

I 



Date: 07/29/03 



Current Position No. : 3673 




l^ition Suramarjr (T^j^^^itk^^^uiiy shouM be a concise, oae^oTt^^r^^^t^^r^^^^^^r^F^ 

^ and the general level of supervmon mider wMck the posiiioo 



This position AviD d 



j|ther forms of assista^ifce to the Ej 



^st the Dei 



p, and spe^ aal projects. This position provides vacation and lunch 



^anizatioiial Charaqi||risti€s (Kd 

provided m tke job sunjiWy, Rie}>ortiE 
reporfe dire<^y to ...., aloiig with ..„, 



ttatmne of the role ^ pixsi<i Upiays inthe 



sapervises|i I manages a subuaitof ^;| 
led in the positioa, level hi 



rgaiiizatioiial 
supervision i 



|xpertise in specialized fie is of kmvrM 






^.pcrfomis ..,, to meet, ox i^jconq>liHh 
[jKtas'', "solieduics'', "prepa^p", "cabulates 



/ -d 



position's |||ic fimctioii m the mxk ofi|vhich it is a p i 
operates. |i ^ statement briefly descr|l|es v^y the po: ition e:dsts )' 

The Rec||ionistposition^ thelgal contal with external aiui internal visitors to the Dean's Suite 

i^ol of Public Affmrs. j;^fks positiol is responsible for aU front desk responsibiUties such 

the phones, greeting visitors, ^prt mcoming mail, order suppUes, and answer gineiul 

n's Office in various activities such as mail merges. 



tecutive Assistant to the Dean 

fgh certain assignments will recfuire more self-direction. 



HcxneDqjtNo.: 



ibve to Campus and/or Department) (Tbis section an^iifies 

ik relationdups affecting fee jKisWon are to be described hoe, e. g. , 

'^^ Reporting directly to flus position are ...., ...., and " fai 

prganizatioiwl unit is described here. For iastance, if the position 

tail, the fimction of th»t subunit is described here. Statemenls of 

fositioa receives, impact on research, and extent to which wnit or 

ij^^, W ^ ^ssted IB the position are also included ia this seciimi Am 

Hon chart most also bk,ftonishedXh this questionnaire.)- »"<^ ^^ «»^ section. An 

la reports directly to | le Program Coordinator in the Deans Office at the School of Public 




r \*^° fi^''^*'^^'^ % orgaiHzationa unit, described in ti.e posiUou sununa^ and oreanizatioS 
Each ^cnacnt of a d«|j \sh^ also aUibe the rcs^t expected li^ the perfoZxce of ftftl^^ 
""™«-^ •< Statemcaits m this section should inchide specific "action" verbs' 
', "plans", "organizes", "condncts", etc., to describe each function- 



;^f*i 



^Hi^tf ^ 



yn-4 I rirN^Qui ^tj 



da 
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isperfo 
of time O! 

^ to 1 00 



In order 

ideittiftcd 

iuBction 

Ike 




|||oordinating events sp| 
directories; vacatidij 



Ltability Statemfints slK)uldJj|so state, or ck 
These Acc<Hmtahiiity St||ematits bcoor 
;li diify should aLso be eafJittxi Tke 



jarly imply the degree of sitpervision noder wHcli eacli accouatabiHty 

p the basis for pcifariBaiice ataadards for the position Tiu; percent 

pcrt^^tages of all of the cxrabmed I^iiacipai Aecoimt^bilities should add 



||comp[y with the Americaafe wiih Disab^^lities 
le focus shouM be on thejljiupose of the 
rfonned, A fiuictioa Ls "Hisscatial" to th. 
Ebstantial pordoa of &ep<) Jtioa'fi time tsr 
tot reasonably be assigiie||o another pes 
:?es t£ this position act |ii(|[ibmuiig Ihe f Wctioii 
fuBCtions", Mote that t%|jtcnii''esseiiti 



i 



tprtance to fiie orgaiiizatioit| 

i : 

jentiar Fimctions: 
bf Time) Receptionisil Duties 
jboming calls; greet afi| direct visi 
bail; order supplies fi^[ Dean's Oi 

\ • ;'t 

- jjf Time) Special Ass|giiiiieiits 



Act (ADA), the "essentia*' ftmclions of a position must be 

pmetion, or the result ejqpected, rather than tie manner ia ^ich the 

position, for ADA purposes, if the position exists bo perform that 



piuired itt the fimetion, the aatae of ^e orgaoizatbii is sudi that the 
ition, the fimcticii requires a MgjUy specific, spcciafecd skill, and/or 
taction are smoiis. There are designated spaces for "ejtsential*^ aad 
ir IS m the context of ABA defmrtioiis only, and does not indicate 



A 



.ors to office; prep^e luail for pick-up and distribute 
fice 



asored by tae Dean (rsvp list, mailings); raaintain mail meree lists 



/lunch relie 



FunctioD fgi 



ipeitsioiis (The diin)esisi4i|3 of a position 
id, "dynamic" dollars ijmbcted by the 
t), student and lesearch ft|tivity, extranii 
basis, all give a sen4(|of size to the 
Lesheets and pay checks/deposit a^ 
ployees :-| 

:jproximately 400 phoulp calls per 
oximatdy 50 visitors' jfer week to 



immm Qiialificatie^j 

or indirectly relaticd wollf 

expectation of guocess, ^ 



R * d 



(This sectioE 
cjqpcriencej o^ 
hin an accei 



f for Executive Assistant 



^refe numbers associated with the position. Number of p^sKHmel 
: positic^ (e^qpenses, budget, reveane generated, collections, rate of 
iiral activity, etc,, with which fiie position has active kiteratkon on 
;position,) ; 

ivice forms for 30 fid^time staff and 50 part-time and 

\|teek 



the Dean's Suite area 



describes the raiiiimnm requimments, in iMns of academic degrees, 

f other wdentiais, a candidate must have to enter- the positiiHi with 

f^:^bb time frame. Academic degrees and/or scholarfy publishing 



1 Ti r^ "vs "n O' a ...I ~i 
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aotoidesi 
or equiva 
by this pas 
esst^ti^ j 

long as sue 

High-sch|jj 
1-2 year^ 
expcrieti^ 

Excellenl 

Demonsti" 



poas of the position to bc'^ 
ii^olcariy stated,) 



I diploma required v^i 
i^ork experience in an i 



Hie positit 
work scbj 



a 



Incumbt 



Supervisl 



Departmj 

attach 

provide 



th work tov^ards college degree highly desirable 
^j>ffice envirtjametit required; college work can substitute for work 



lirterpersonal skills, or<ji and writte i 
:ed competency in "V^jadows base 
spreadsli||ls required ; ij 



skills required 
f computer programs, especially word processing and 



itional I11formati01.1l 
This is a 35 hour ^| 
[aule is not available. 



irovai, Authoriziag 



ignatiires 





ACH AN ORGANIZA-l 

LYBEFICTSTraS 



About the 
X week pos 



[d be mcbded liere, M nio|t cases a cextJji level of undemaaduig can be ejqpressed using m scadcraic degree 
^ tminmg or experience, |j[rke lequirean 5i(s here arc minimum entry requiremacils for the duties performed 
W. niot necessarily siefle<#|g the backgrcimd of an inoimbcnt. Those reqairanenls must be related to the 
!d<msofthep<^tioiitob€'dbferisil3la QudifKJatious Sfaatai^pirfemxi, ordeskablecaa bem^^ as 



lPositi00 (Any additicniai aspects, act ocvoed above, lelevaat to 
tion. Office hours are 9:00 am to 5:00pm so flexible 



Fos0|n* 



je^sting job descripti(:| 
understanding of the; j 



ION'S] 



h for this p<} 
Mature of th 



:CH mCLUBES NAMES ANB TITLES, AND WfflCM 
:EWramHTHEOEGANlZATIONAI.IJNlT, You may also 
sition, and any other documentation, which may help 
' position. 
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€■ ■■ I 'W^ ■-■■ ■■■ ^ "i^ 



fx. ^ 




^ O H 



Human Resources 



D C 



4^0 Massachuseits Avenue NW 
Washingibn, DC 20016-8054 



■3r\ w*^ ^^:i^^':.- , ■■■■■:■ 



An equal oppoftunity/affirmati 



Sve action university 



APPLICATION FOR EMPLOYMENT 
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beginning with your present (or last) employer, list all previous employment, including military service. 
For military service, do not include type of discharge.) 

lease complete ail sections of this page, even if you have enclosed a resume. 



Name of employer . 
tmmediife^pefvtsof ^ 



(tte of your position f 

tarting date -mai date * < 



Starting date 



8/W 



Suponrisoi's ti^and ralephone numl>er 



Type of business 



Reason for teaving 




Starting pay 



4^o/_K 



Final pay 



iWv> 



Hours worked per week 









May we contact yotit^^^^t employer? Q Yes D ^^ H *^'^^«® cal* ^^^ fifst 



^sr^^MTr^ 



ne of employer ^ . 

nediate supqrvtsQf CZJ 



Titie of your position 



Starting pay 



Final pay 



•'■-- •^'^fyii-.^^o-iiii. 




Hours worked per week 



A^^.' j M lo^-ro^ \h>^ ^-u ^ <^ -- ^ ^:.<A.^rv;>^/ ^^y ^o^u^'.^./ .o^o^ 4L «j^-f. p ^>.,..l 



Name of employer * 



Address 



JfWtt^ 



Title of your positftj,. 



SupOfVROf*s titfe and telephone number 



Type of busirwras 



Starting date 



Outjos 



Final date 



Reason for leaving 



^=^=^ 



-h 



^ 



Starting pay 



Final pay 



• ^0\^ V^ck.c^\s <f COt^c ^^'o ^ J ^ <raC ^,. /V>^/) «^<;ft.vw^f; ro-cU t^^W 



TV-^-*^^ ^co- >^ '■>-^/\^ 



J^rdGt,^!:^ 



-5^ 



Hours vwjrked per week 



Name of employer 



Immediate supervisor 



Supervisor's title arnJ telephone numt>er 



Titie of your position 



Reason for leaving 



Starting date 



Final date 



Startmg pay 



Finaf pay 



Type of business 



Hours worked per week 



lENERAL INFORMATION 
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lave you ever been suspended, discharged or asked to resign from a job? ^'^Y^e^^^i^^^i^ --™— -™~~™— ^™~^^-^„ 

no 



lave you ever been convicted of a crime, apart from traffic offenses? 



Jf yes, explain; 



lave you ever been employed by American University? 
LKi<^^ M;«.irL^ <rW«^ y^ 



If yes, give dates and departments: 



xe you related to anyone employed by American University? 



If yes, please give employee's name and relationship? 



i/hat source referred you to American University for employment? 



(Please be specific) 



OB RELATED SKILLS 



yping speed 



Wpm 



Bookkeeping 
n Yes S No 



;omputer/Word Processing Skills 

Platforms: D IBM - DOS 

n Other 



Foreign language skills 



IBM - Windows K Macintosh 



Software: D Access 
D Other _„ 



Excel 



Microsoft Word 



i I Paradox 



D QuattroPro D 



WordPerfect 



rofessional license or certificate 



State of issue 



Expiration date 



State 



o you have a valid motor vehicle operator's license? C] Yes Fl No 
^hat are your immediate and long-range career goals? 

lease exp^in briefly why you are applying for employment at American University 



License number 



^JO ^jC„ 






C ri iTo^^fr^ . 1^' 



iXy:r_ 



-Vc>r 



# 



J^ 



St any reasons known to you why you might be unat^e to perform consistently and promptly any of tt,e duties of t he iob(s) tor which you are applying 



PROOF OF U.S. CiUZENSHIP OR IMMIGRATION STATUS W>LL BE REQUIRED UPON EMPLOYMENT 



UNDERSTANDING AND ACKNOWLEDGEMENT OF TERMS AND CONDITIONS 

nderstand and agree to the following: 

I authorize the University to make appropriate inquiries to verify the information contained herein, including contacting my past employers 
SSSlh'StnTSr^"' '° employment at the University is not continuous, and can be terminated at will by the University at any time lor any reason 

^SilX'e^stS'''''*' "^'^ '''"'' " '''''''" ''^'^'"'"°" ^ ^ «'"''*'°" °' -PP°-'-«"t or of continuing employment and I agree ,o submit to such 

S r2 i.; SnSion Of S emX'menr"°"' ''" '""=*'"^ "^''°'"''"' ^ '^^ ""'^^'^"^^ '"' -<^-^'-<^ »^-' -'^**- °* «^°- -'- and regulations 



joed 




Date: . 



^^/zM- 



XTJ^^^ifr-ZT % «fit'=«"^P"s community is of vital concern to American University. Public Safety provides an Annual Security Reoort that i 
^.buted to all commijnity members. This report contains information on safety and security, crime prevention authority ofUn"vers?tvf^oli<^r/i^l fin 
l?flB<f^^« ^ disciplinary procedures and crime statistics for the most recent three-year ^riod. cCpies ar^avXwe MnrPublfc S^^^ ^ 
2) 885-2566 or on ttie internet at: http://www.american.edu/handbook/security.html M «==. ««« avauaoie oy calling HuDiic bafety at 
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IN THE UNITED STATES DISTRICT COURT 
FOR THE DISTRICT OF COLUMBIA 



JOSEPH SLOVINEQ 

Plaintiff, 



V, 



AMERICAN UNIVERSITY, 

Defendant. 



Qvil Action No. 06-0455 (GK) 



AFFIDAVIT OF ANNE B. SGHMTT 

I HEREBY CERTIFY that on this 1st day of December 2006, I am over the age of 
eighteen, competent to be a witness and have personal knowledge of the facts set forth herein. I 
further attest that: 

1. My name is Anne B. Schmitt. 

2. I am employed by American University as the Program Coordinator in Dean's Office of 

the School of Public Affairs. 

3. In this position, I make the personnel decisions for job position # 3673 Administrative 
Assistant. 

4. I initiated the hiring process for job position #3673 Administrative Assistant on or 
around March 2005. 

5. I received approximately 66 resumes for the job position. 

6. I do not recall Joseph Slovinec's resume. 

7. While I do not recall seeing Joseph Slovenic's resume, I did have a chance to review his 
resume attached as Exhibit A in preparing this Affidavit. Based on the attached resume, 
he does not meet the preferred skills for the position because he does not have 
administrative support or receptionist experience. In addition, he states as his objective 
on his resume the attainment of a new entry level position in "writing, editing, education 
communications, public administration business or real estate development." This 
position was a front desk position and I would have disregarded his resume based on 
this point alone. 
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8. We selected 5 candidates for interviews with Associate Dean Margaret A. Weekes and 
me^ called their references, and completed a spreadsheet comparison of their 
qualifications. We hired the applicant who was rated highest on our qualification 
spreadsheet. 

9. We selected the candidate based on his previous work experience at American University 
performing receptionist functions in the Dept. of Literature, his extensive computer 
knowledge using Excel and performing mail metres, and his experience at American 
University in processing applications for and maintaining databases of faculty searches. 



Anne B. Schmitt 

STATE OF .AAoi.ry IjaaI 



QTYXCOUNTY OF 



AioAJ 



m 



XI 



IZ I 



/ 



)A1 



to wit: 



SUBSCRIBED AND SWORN TO before me this / day of Q^c^^^ 



t 'Sw^ 



2006. 



MY COMMISSION EXPIRES: 




NOTARY PUBLIC 



O'^ (Pi/lC'Q^, 



CHRISTIAN A. VIDELA 

NOTARY PUBLIC 

MONTGOMERY COUNTY 

MARYLAND 

MY COIVl?v!iSSiON EXPIRES SEPT. 8, 2009 
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rpH SLOVINEC 
p,0- Box 127 

636 W- Diversey 
Chicago, IK 60614 

Phone- 773-935-2802 

ObjecHve: Search includes new entiy -level positions in writing, editing, education 
communications, public administration business, or real estate development. 

inGIilJCxIlTS OF QUALIFICATIONS 

Research, wnting, and editing in history, international affairs, and public relations. 

Public Administration managerial skills including auditing and verification of eligibilhy for Medicaid. 



July 1999~Junc2000 



PROFESSIONAL EXPERIENCE 

Illinois Department of Human Services, Chicago, IL 

Social Services Career Trainee 

Caseworker for Nursing Home Services, verificatioii of eligibility of patients for Medicaid. 

Includes processing of admits, discharges, and changes in income levels for patients with exteasive use of 

Windows 95 software. 



Realty Associates Network Incorporated, Prospect Heights, IL, 

Real Estate Sales Associate 

Spoasorship of official state real estates license; could renew it. 

United States Census Bureau, IL 

Enumerator/Canvasser 



1998-2003 



1980, 1990,2000 



Chicago Board of Education, Chicago, IL I999 

Substitute Teacher 

Passed Illinois Skills Basic Test and Content Area of History test for certification of Grade 6-12 teachers, 

1997, and all required class work. 

Chicago Historical Society, Chicago, H. 1994 

intern - Archives and Manuscnpt Section 

Researched and catalogued papers in files for collection of Senator Paul Douglas as author of legislation 

which created today^s Economic Development Administration and for freedom in West and East Europe. 



Soutli Suburban College, South Holland, IL 

Adjunct Professor 

Taught classes in American National Govemnienl 



1988 



Circuit Court of Cook County, Chicago, IL 1986-1992 

Clerk 

Performed fmancial accounting of fees and record keeping tasks. 

EDUCATION 

George Washington University, Washington, D.C. 

Writing in Public Relations class 
Roosevelt University, Chicago, IL 

Education classes 

Hospitality Management and Business classes 
DePaul University, Chicago, IL 

Master of Arts in History: ofU,S. and Europe; School of Education 1995-1998 

Corporate Communications - Public Relations Writing 1998 
Columbia University, New York City, NY 

Master's Degree in International Affairs, Specialization- International Security Policy 
University of Notre Dame, Notre Dame, IN 

Bschelor of Arts Major: Government and International Studies Honors Student 



Spring 2003 



2003- 

2000-2001 

1996 



1982 



1980 
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FOREIGN AFFAIRS RESEARCH AND PUBLfCATIONS 



DcP.'ii'i L'nivcrsity, Chic:t;.!o. IL 

Master of Arls Thcs,.: -fhc Afoccir.. and Portsmouih, New Hampshire Peace -onfcrcncrs' 
Cooperat.on Ociwecn Prc<;rdcnt J ncodofc H.ooscvcit anci Kaiser Wilhdm 11 orCcrmanv'^ 
On Pccsidcnl TUccdot- F<ooscvclr\s abtlUy to pcrsu-lo Pr:incc an- Gcrrr:jnv !o peacefuHy 
resolve crisis on ambitions in Morocco at conference and his gaining ofreciucrion of German 
tensions with Russia during Bjorko, Finland conference a: same t;mc as Pen .rrou;'! 

Initiative for World Wi-liout War Council, Chicago, IL 

"Un.fonn Rcpcning of MHiiary Expenditures": On Reporling of Nanona! Mihiary Budoets to the 
Lnucd Nations for arim conirol and scppon of disarmament w.th more funds for development ' 

Democratic Congressional Campaign Committee, Washington, DC 

"Tne 1980 Campaign Pronr^.::ccs of Ro:.aid Rcagar^- Update 1984, Research sooa a^ter CoHimb--. 
education on democratic viewpoints that Reagan had not achieved enough on p^-ac^ neootiation^ 
.or the MidGie Last, new democracies in Central America, and US.-Sovici arms controf 

Untied Nations Association of the USA, Nevv York City, NY 

Assistant Editor, Issues Be/ore the General Assembly: edited chapter on arms control and 
Disarmament with nuclear, chemical, outer space, conventional weapons and sea issue's 
And chapter on dispute settlement and di-colonieation with anicles on the Middle East Centra! 
America, Cambodia. Afghanistan, and Iraq-Iran war. Author of article about non nuclear 
--S control. Applied lessons from Kennedy and Carter Administration advisers who tauPht at 



! 9% 



1984 



\n-\ 



1 983 



arms < 

Columbia Univcrsitv.. 



NAXrONAL AFFAIRS RESEARCH AND WRITING 

Frcsideniial Studies Quarterly: of the Center for the Study of the Presidency. Washinomn f>C and I mi 

New York, NY ^ - > 

•'Second Term Piesidcms in U.S. History," Introduction to Winter 1997 edition included a note 
about research on this paper. My research described several categories of sccond-tenns" 
coasting-along with less vigor than the first term {Washington, Jefferson, Monroe Jackson 
and Etscnhower); worsening scandals like Gram, Nixon, and Iran-contra under Reagan ' 
wars, and recessions. Paper noted Clinton split power with a Republican Congrcsslikc 
Cleveland's first term and had my accurate prediction on general national moods: 
"In a second term. Clinton could probably coast along iik^c Eisenhower with a stable 
peace and popularity, and Clinton's continuation of the most prosperous Presidency since the 
1960'swith no recessions." 

Other national research: Memo for Senator Durbin^s re-election campaign on budget deHcit reduction 
1996, Senator Dixon's re-election and Shaum Co:Hns for Congress - issues 1986. Geraldine Fcrraro for Vice President 
1984 on U.S,-Japan trade and Africa, John Glenn for President Campaign Committee, 1 984 including foreign and 
domestic issues like education, federal aid to cities, and worker retraining, Research Assistant for Columbia"univcrsity 
Vice-President for Government Relations and Community Affairs I981-19S2 in New York including research on 
federal student aid, international educational exchange legislation and baste research, and student iobbvin- of Conaress 
for aid. , J o ^ 

Int.r:, for Congressman iMarnin Russo (D-lf) whh research on Cyprus. Caotive Nations Week and hayardous wastes 
In Vvashiagton,O.C. office 1980 . - . 

PUBLIC RELATIONS ARTICLE AJVD SCmPT WRITING 

Public rebtions writino assignments included: news release with biographies of corL^orate evecutivcs, pitch letter 

f<ir n d.arity, prcs.s kits on educational computer progrnrn for DePaul class, backgrounders, short television 

commercial script, shon radio scr>>t, ::iid newsktter dormg previous classes a^ DePaul in Chica >- and 

George Washmgton University in ..-shin-ton, D.C wiai ^ project en AI'L-CIO Pihor union leibrs and kbbvim; 

ror economic s;irr,':!us with JoVs.r^E: J.. :.-: Republican 2003 tx\ ct^t. and for keepine fed-^ral i^unds for states. 

A%ajiable to work o:\ public relations -Anong in^mCL:ia*e^-.\ 

Trancis Parker Sch-joi, C.hic:5go. 11. jQtjj 

Screenwriting or^ how to write telexnsion and fdm scnp;s 
^.^^^,^g_ Thanks for alter t:on to expanding job search: A test grades -acic rceei- aI :or x^\\\::\ to n:o' r ;-'(•( jo "• "";>i 
Library Associate from IHmois Dcp:irmicnt of Central Managemen: Services vet no h;re u ith recc;u hmiv-- i>eezcs. 



